
 

ST
EP

 O
NE

 
Yo

u, 
the

 A
pp

lic
an

t, 
su

bm
it 

a 
pr

op
os

al 
to

 t
he

 
In

sp
ec

tio
na

l 
Se

rv
ice

s 
Di

vis
io

n 
(IS

D)
 a

t 
On

e 
Fr

an
ey

 R
oa

d 
to 

ap
ply

 fo
r a

 B
uil

din
g 

Pe
rm

it 
an

d/o
r 

a 
Ce

rtif
ica

te 
of 

Oc
cu

pa
nc

y. 
 IS

D 
wi

ll c
ha

rg
e 

yo
u 

a 
pla

n 
re

vie
w 

fee
 a

t t
his

 s
tag

e. 
 C

on
tac

t I
SD

 fo
r 

sp
ec

ific
 su

bm
iss

ion
 re

qu
ire

me
nts

. 
 ST

EP
 TW

O 
IS

D 
wi

ll 
re

vie
w 

yo
ur

 a
pp

lic
ati

on
 a

nd
 is

su
e 

yo
u 

eit
he

r 
a 

bu
ild

ing
 p

er
mi

t 
or

 a
 d

en
ial

 l
et

te
r  

tha
t 

ind
ica

tes
 w

ha
t v

iol
ati

on
s 

of 
the

 S
om

er
vil

le 
Zo

nin
g 

Or
din

an
ce

 a
re

 tr
igg

er
ed

 b
y 

yo
ur

 p
ro

po
sa

l. 
 T

he
 

sp
ec

ific
s 

of 
the

se
 v

iol
ati

on
s 

de
ter

mi
ne

 w
he

the
r 

yo
u 

ne
ed

 a
 s

pe
cia

l p
er

mi
t(s

), 
a 

va
ria

nc
e, 

or
 b

oth
. 

Se
e 

the
 

oth
er

 
sid

e 
of 

thi
s 

pa
mp

hle
t 

for
 

ex
pla

na
tio

ns
 o

f t
he

 d
iffe

re
nc

es
 b

etw
ee

n 
a 

sp
ec

ial
 

pe
rm

it a
nd

 a 
va

ria
nc

e. 
 ST

EP
 TH

RE
E 

If 
yo

u 
ch

oo
se

 
to 

se
ek

 
the

 
re

qu
ire

d 
sp

ec
ial

 
pe

rm
it(s

) 
or

 
va

ria
nc

e(
s),

 
ob

ta
in

 
an

 
SP

GA
 

Ap
pl

ica
tio

n 
Fo

rm
 

fro
m 

IS
D,

 
the

 
Pl

an
nin

g 
De

pa
rtm

en
t, 

or
 

the
 

Ci
ty’

s 
we

bs
ite

 
(h

ttp
://w

ww
.ci

.so
me

rvi
lle

.m
a.u

s).
  

Th
e 

Ap
pli

ca
tio

n 
Fo

rm
 

de
sc

rib
es

 
the

 
mi

nim
um

 
su

bm
iss

ion
 

re
qu

ire
me

nts
 

for
 

yo
ur

 
ap

pli
ca

tio
n. 

 
Ca

ll 
the

 
Pl

an
nin

g 
St

aff
 w

ith
 a

ny
 q

ue
sti

on
s 

yo
u 

ha
ve

 a
bo

ut 
co

mp
let

ing
 th

e a
pp

lic
ati

on
. 

 ST
EP

 FO
UR

* 
On

ce
 yo

u 
be

lie
ve

 yo
ur

 a
pp

lic
ati

on
 is

 co
mp

let
e, 

ca
ll 

the
 P

lan
nin

g 
St

aff
 to

 a
rra

ng
e 

an
 a

pp
oi

nt
m

en
t t

o 
su

bm
it 

th
e 

ap
pl

ica
tio

n.
  

If 
yo

ur
 a

pp
lic

ati
on

 is
 

co
mp

let
e, 

the
 S

taf
f w

ill 
sc

he
du

le 
yo

ur
 c

as
e 

to 
be

 
he

ar
d 

by
 t

he
 P

lan
nin

g 
Bo

ar
d, 

wh
ich

 g
en

er
all

y 
me

ets
 e

ve
ry 

oth
er

 T
hu

rsd
ay

 a
t 6

:00
 p

.m
. i

n 
the

 

Al
de

rm
en

’s 
Ch

am
be

rs 
on

 th
e 

se
co

nd
 fl

oo
r o

f C
ity

 
Ha

ll. 
 T

he
 S

taf
f w

ill 
als

o 
sc

he
du

le 
a 

pu
bli

c h
ea

rin
g 

for
 y

ou
r c

as
e 

wi
th 

the
 Z

on
ing

 B
oa

rd
 o

f A
pp

ea
ls,

 
wh

ich
 m

ee
ts 

ev
er

y o
the

r W
ed

ne
sd

ay
, a

lso
 a

t 6
:00

 
p.m

. in
 th

e A
lde

rm
en

’s 
Ch

am
be

rs.
 

 ST
EP

 FI
VE

 
A 

Pl
an

nin
g 

St
aff

 m
em

be
r w

ill 
ca

ll y
ou

 to
 a

rra
ng

e 
a 

sit
e 

vis
it ,

 d
ur

ing
 w

hic
h 

the
 S

taf
f 

me
mb

er
 w

ill 
ex

am
ine

 th
e 

sit
e, 

tak
e 

ph
oto

s, 
an

d 
as

k 
qu

es
tio

ns
 

ab
ou

t y
ou

r p
ro

po
sa

l. 
 B

as
ed

 o
n 

the
 in

for
ma

tio
n 

in 
yo

ur
 a

pp
lic

ati
on

 a
nd

 t
his

 s
ite

 v
isi

t, 
the

 S
taf

f 
me

mb
er

 w
ill 

pr
ep

ar
e 

a 
re

po
rt 

for
 t

he
 P

lan
nin

g 
Bo

ar
d. 

 ST
EP

 S
IX

 
At

ten
d 

yo
ur

 s
ch

ed
ule

d 
Pl

an
ni

ng
 B

oa
rd

 m
ee

tin
g.

   
Yo

u 
ma

y 
pr

es
en

t 
yo

ur
 c

as
e, 

or
 a

llo
w 

a 
St

aff
 

me
mb

er
 to

 d
o 

so
 o

n 
yo

ur
 b

eh
alf

.  
If 

the
 B

oa
rd

 is
 

sa
tis

fie
d 

wi
th 

the
 in

for
ma

tio
n 

pr
es

en
ted

, t
he

n 
the

y 
wi

ll v
ote

 a
nd

 fo
rw

ar
d 

the
ir 

re
co

mm
en

da
tio

n 
to 

the
 

Zo
nin

g B
oa

rd
 of

 A
pp

ea
ls.

   
 ST

EP
 S

EV
EN

 
At

ten
d 

yo
ur

 s
ch

ed
ule

d 
pu

bli
c 

he
ar

ing
 w

ith
 t

he
 

Zo
ni

ng
 B

oa
rd

 o
f A

pp
ea

ls .
  U

su
all

y t
he

 Z
BA

 do
es

 
no

t r
en

de
r a

 d
ec

isi
on

 o
n 

yo
ur

 a
pp

lic
ati

on
 a

t t
he

 
pu

bli
c 

he
ar

ing
, b

ut 
ra

the
r d

eli
be

ra
tes

 fu
rth

er
 a

nd
 

vo
tes

 at
 th

eir
 ne

xt 
me

eti
ng

. 
 ST

EP
 E

IG
HT

 
If 

the
 s

pe
cia

l 
pe

rm
it(s

) 
an

d/o
r 

va
ria

nc
e(

s) 
ar

e 
ap

pr
ov

ed
 b

y t
he

 Z
on

ing
 B

oa
rd

 o
f A

pp
ea

ls 
(w

ith
 o

r 
wi

tho
ut 

co
nd

itio
ns

), 
the

ir 
Ad

mi
nis

tra
tiv

e 
As

sis
tan

t 
wi

ll 
fil

e 
th

e 
de

cis
io

n  
wi

th 
the

 C
ity

 C
ler

k 
wi

thi
n 

fou
rte

en
 (1

4)
 da

ys
.   

 

ST
EP

 N
IN

E 
If 

no
 a

pp
ea

ls 
ar

e 
file

d 
wi

thi
n 

tw
en

ty 
da

ys
 (2

0)
 o

f 
the

 d
ate

 th
e 

de
cis

ion
 is

 fi
led

 w
ith

 th
e 

Cl
er

k, 
yo

u 
ca

n 
ob

tai
n 

a 
ce

rtif
ied

 c
op

y 
of 

the
 d

ec
isi

on
 a

t t
he

 
Ci

ty 
Cl

er
k’s

 o
ffic

e. 
 Y

ou
 m

us
t t

he
n 

pr
es

en
t t

hi
s 

ce
rti

fie
d 

de
cis

io
n 

to 
the

 
Mi

dd
les

ex
 

Co
un

ty 
Re

gis
try

 o
f D

ee
ds

 to
 fin

ali
ze

 th
eir

 zo
nin

g 
ap

pr
ov

al.
  

Th
e 

Bu
ild

ing
 In

sp
ec

tor
 m

ay
 re

qu
ire

 yo
u 

to 
pr

es
en

t 
ev

ide
nc

e 
tha

t 
thi

s 
de

cis
ion

 h
as

 b
ee

n 
pr

op
er

ly 
re

co
rd

ed
. 

 ST
EP

 TE
N 

Yo
u 

ar
e 

no
w 

re
ad

y 
to 

re
-a

pp
ly 

for
 a

 b
ui

ld
in

g 
pe

rm
it 

or
 a

 C
er

tif
ica

te
 o

f 
Oc

cu
pa

nc
y 

(C
.O

.).
  

Fiv
e 

da
ys

 b
efo

re
 y

ou
 p

lan
 to

 r
e-

ap
ply

, y
ou

 w
ill 

ne
ed

 to
 c

on
ta

ct
 th

e 
Pl

an
ni

ng
 S

ta
ff 

fo
r 

a 
fin

al 
sit

e 
vis

it.
  

At
 th

is 
vis

it, 
the

 S
taf

f w
ill 

ma
ke

 s
ur

e 
tha

t 
an

y 
co

nd
itio

ns
 

att
ac

he
d 

to 
the

 
sp

ec
ial

 
pe

rm
it(s

) b
ee

n m
et.

 
 On

ce
 it 

is 
cle

ar
 th

at 
all

 is
 in

 or
de

r, 
yo

u c
an

 ob
tai

n a
 

bu
ild

ing
 pe

rm
it o

r C
.O

. a
t IS

D.
 

 
* F

or
 so

m
e 

ap
pli

ca
tio

ns
, t

he
 P

lan
nin

g 
Bo

ar
d 

is 
th

e 
SP

GA
 (S

pe
cia

l P
er

m
it G

ra
nt

ing
 A

ut
ho

rit
y)

 a
nd

 th
e 

pr
oc

ed
ur

e 
is 

sli
gh

tly
 d

iffe
re

nt
 th

an
 d

es
cr

ibe
d 

he
re

.  
Fo

r 
m

or
e 

inf
or

m
at

ion
, c

on
ta

ct 
th

e 
Pl

an
nin

g 
St

af
f. 

  
NO

TE
:  

Th
is 

pr
oc

es
s i

s a
pp

lic
an

t-
dr

ive
n,

 an
d i

t is
 th

e A
pp

lic
an

t’s
 

re
sp

on
sib

ilit
y t

o s
ub

mi
t a

ll r
eq

uir
ed

 
inf

or
ma

tio
n, 

to 
att

en
d a

ll m
ee

tin
gs

 an
d 

he
ar

ing
s, 

an
d t

o c
om

ple
te 

ea
ch

 st
ep

 of
 

the
 pr

oc
es

s.

Sp
ec

ia
l P

er
m

it
 a

nd
 V

ar
ia

nc
e 

Pr
oc

es
s 



W
HA

T 
IS

 A
 S

PE
CI

AL
 P

ER
MI

T?
 

So
me

 
lan

d 
us

es
 

in 
a 

zo
nin

g 
dis

tric
t 

ar
e 

pe
rm

itte
d 

as
 a

 p
ro

pe
rty

 o
wn

er
’s 

rig
ht.

  
Ot

he
r 

ac
tiv

itie
s, 

be
ca

us
e 

of 
the

ir 
po

ten
tia

l i
mp

ac
t o

n 
the

 C
ity

 o
r 

the
 n

eig
hb

or
ho

od
, n

ee
d 

ind
ivi

du
al 

att
en

tio
n 

an
d 

the
re

for
e 

re
qu

ire
 s

pe
cia

l p
er

mi
ts.

  
Th

es
e 

ar
e 

gr
an

ted
 

by
 

the
 

sp
ec

ial
 

pe
rm

it 
gr

an
tin

g 
au

tho
rity

, 
SP

GA
, 

wh
ich

, 
for

 
mo

st 
sit

ua
tio

ns
, 

is 
the

 Z
on

ing
 B

oa
rd

 o
f 

Ap
pe

als
 

(Z
BA

). 
 In 

re
vie

wi
ng

 a
 s

pe
cia

l p
er

mi
t 

ap
pli

ca
tio

n, 
the

 
SP

GA
 c

on
sid

er
s 

su
ch

 fa
cto

rs 
as

: c
om

pa
tib

ilit
y 

wi
th 

su
rro

un
din

g 
us

es
, n

eig
hb

or
ho

od
 in

pu
t, 

an
d 

oth
er

 s
ite

 o
r 

ar
ea

-sp
ec

ific
 is

su
es

, 
as

 w
ell

 a
s 

co
mp

lia
nc

e 
an

d 
co

ns
ist

en
cy

 w
ith

 th
e 

sta
nd

ar
ds

 
an

d 
pu

rp
os

es
 s

et 
for

th 
in 

the
 S

om
er

vil
le 

Zo
nin

g 
Or

din
an

ce
. 

 
Th

e 
SP

GA
 

ma
y 

gr
an

t 
a 

“co
nd

itio
na

l” 
sp

ec
ial

 
pe

rm
it, 

wh
ich

 
att

ac
he

s 
co

nd
itio

ns
 t

o 
the

 p
er

mi
t 

tha
t 

ar
e 

de
sig

ne
d 

to 
mi

tig
ate

 th
e 

ex
pe

cte
d 

im
pa

ct 
of 

yo
ur

 in
ten

de
d 

lan
d u

se
 up

on
 th

e s
ur

ro
un

din
g n

eig
hb

or
ho

od
. 

 Ce
rta

in 
sp

ec
ial

 
pe

rm
it 

ap
pli

ca
tio

ns
 

re
qu

ire
 

de
sig

n 
re

vie
w 

(S
PD

) 
in 

or
de

r 
to 

re
vie

w 
the

 
de

sig
n 

me
rits

 o
f a

 p
ro

jec
t I

n 
ad

dit
ion

, c
er

tai
n 

ac
tiv

itie
s, 

du
e 

to 
the

ir 
siz

e 
or

 n
atu

re
, a

re
 lik

ely
 to

 
ha

ve
 s

ign
ific

an
t 

im
pa

cts
 o

n 
the

 c
ity

 a
nd

 a
re

 
the

re
for

e 
de

sig
na

ted
 a

s 
re

qu
irin

g 
a 

sp
ec

ial
 

pe
rm

it 
wi

th 
sit

e 
pla

n 
re

vie
w 

(S
PS

R)
. 

Th
es

e 
pr

oc
es

se
s 

all
ow

 fo
r a

 m
or

e 
thr

ou
gh

 re
vie

w 
by

 
the

 S
PG

A.
 

W
HA

T 
IS

 A
 V

AR
IA

NC
E?

 
A 

va
ria

nc
e 

gr
an

ts 
re

lie
f f

ro
m 

the
 d

im
en

sio
na

l o
r 

pa
rki

ng
 re

qu
ire

me
nts

 s
et 

for
th 

in 
the

 S
om

er
vil

le 
Zo

nin
g O

rd
ina

nc
e. 

 A 
va

ria
nc

e 
ma

y 
be

 a
uth

or
ize

d 
on

ly 
wh

er
e 

the
 

ZB
A 

fin
ds

 
tha

t 
all

 
th

re
e  

of 
the

 
fol

low
ing

 
co

nd
itio

ns
 ap

ply
: 

 1. 
Th

er
e 

ar
e 

sp
ec

ial
 c

irc
um

st
an

ce
s 

re
lat

ed
 

to 
the

 
so

il 
co

nd
itio

ns
, 

the
 

sh
ap

e, 
or

 
the

 
top

og
ra

ph
y 

of 
the

 la
nd

 o
r s

tru
ctu

re
s 

on
 th

e 
lan

d 
wh

ich
 a

ffe
ct 

it, 
bu

t d
o 

no
t g

en
er

all
y 

aff
ec

t o
the

r 
pr

op
er

tie
s 

in 
the

 z
on

ing
 d

ist
ric

t 
in 

wh
ich

 it
 is

 
loc

ate
d, 

the
re

for
e 

ca
us

ing
 s

ub
sta

nti
al 

ha
rd

sh
ip 

for
 th

e o
wn

er
. 

 2. 
Th

e 
va

ria
nc

e, 
as

 i
t 

is 
pr

op
os

ed
, 

is 
th

e 
m

in
im

um
 c

ha
ng

e 
th

at
 w

ill 
gi

ve
 t

he
 o

wn
er

 
re

as
on

ab
le 

re
lie

f f
ro

m 
the

se
 co

nd
itio

ns
, a

nd
 th

at 
is 

ne
ce

ss
ar

y 
to 

all
ow

 th
e 

ow
ne

r r
ea

so
na

ble
 u

se
 

of 
the

 bu
ild

ing
 or

 la
nd

. 
 3. 

Th
e 

gr
an

tin
g 

of 
th

e 
va

ria
nc

e 
wi

ll 
be

 i
n 

ha
rm

on
y 

wi
th

 th
e 

ge
ne

ra
l p

ur
po

se
 a

nd
 in

te
nt

 
of

 th
e 

So
m

er
vil

le 
Zo

ni
ng

 O
rd

in
an

ce
, a

nd
 w

ill 
no

t b
e 

de
trim

en
tal

 to
 th

e 
ne

igh
bo

rh
oo

d 
or

 to
 th

e 
pu

bli
c w

elf
ar

e. 
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E


